Mentor Referral and Tracking Process

Employee
is interested in Mentoring and requests
to participate in best practices approved mentor program

Mentor Coordinator
utilizes directory to locate best practices approved mentor program

Employee Agrees to participate in mentor program

Employee completes Mentor Leave Form and returns signed
copies to Mentor Recruiter

Employee records number of Mentor Leave hours on timesheet

HRO collects data via timekeeping and reports number
of hours to Mentor Recruiter




